
Big Sky Economic 

Development Trust 

Fund (BSTF)

How to Apply for a 

Category II: Planning Grant



Goal

 To help you determine whether a project 

would be a good fit for BSTF funding

 To provide tips & tools to fill out a 

complete BSTF application
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Is this project a good fit for a 

BSTF planning grant?

 End result – Job Creation Project?

Example: Road PER - > Mine development 

& 200 new jobs
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Who is eligible to apply?

Where is the project located?
 Certified Regional Development Corporations (CRDC)
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Eligible Applicants Continued

 Tribal Governments
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Eligible Applicants Continued

 Other Local Economic Development 

Organizations located in a County not part 

of a CRDC region and meet program 

eligibility requirements

(ex. Flathead or Richland County)
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3 Things to Do Before You Fill 

Out an Application

 Develop the Scope of Work

 Develop the Cost Estimate

 Identify Sources of Matching Funds
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Developing the Scope of Work

 What is the final deliverable?
 Multi-phase projects – Ex: Feasibility study  & business plan

 Consult with qualified consultants

 Consider potential funding sources for 

future project phases?
 Preliminary Architectural Report (PAR) Outline – Appendix G

 Uniform Preliminary Engineering Report (PER) Outline:  

http://dnrc.mt.gov/cardd/ResDevBureau/uniform.asp
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Developing the Cost Estimate

 Who is doing the work?

If someone other than the eligible applicant 

(CRDC, Tribal Government, etc.) is completing the 

work, the following items will be required:

Consultant Selection Summary

Consultant Qualifications

Copy of Proposal/Quote from Consultant
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Identify Sources of Matching 

Funds
 Recommended match is 50-100%

Due to competitive nature of grants – 100% or 

$1 for $1 tends to be more competitive

 In general, the program only pays for ½ the 

cost of a study

Potential sources: 

 Private match from business entities

 Federal (EDA, USDA, etc)

 State programs (ex. Growth Through Agriculture)
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Filling Out the Application

 The application forms may be found on the 

BSTF Website: 
http://www.businessresources.mt.gov/BRD_Trustfund.asp

(Note: the website address will soon be changing to 

http://www.businessresources.mt.gov/bstf.mcpx) 
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Appendix A: Application Form

Proposed Use 

of BSTF 

Funds: 

Pick one title / 

term and use 

throughout the 

application

Complete 

Full Address, 

City, ST & 

Zip
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Appendix A:

Pg 2

Brief Project 

Summary
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Filling out the Application (continued)

 Brief Project Summary

Should be brief, less than 1 page

Should describe the nature of the request in 

the first 2 sentences, including who is 

applying, for how much, what activity and 

why.

Summary should go on to explain what the 

economic impact of the project is and the 

projected job creation information.
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Example – A good first sentence

Snowy Mountain Development 

Corporation, in conjunction with 

the City of Lewistown is requesting 

$26,250 to complete a feasibility 

study for the Acme Corporation to 

expand their business into anvil 

manufacturing.

Who

How much

What

Why
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Define the Final Deliverable

 Insert the proposed scope of work that you 

developed here.  If it is extensive, provide 

an abbreviated bulleted list of the major 

areas to be covered and include the full  

scope of work as an attachment to the 

document.
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Sources & Uses of Funds

Example 1

 Requesting $20,000 for a feasibility study

 5% grant admin
Source:

BSTF

Source:

Match

Acme Co.

Source: TOTAL

Grant 

Administration
$  1,000 $1,000

Professional

Services
$20,000 $20,000 $40,000

Other:

TOTAL 

PLANNING 

PROJECT

$21,000 $20,000 $41,000
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Sources & Uses of Funds

Example 2
SOURCE:

BSTF

SOURCE:

Match – USDA -

RBOG

Source:

In-kind*

TOTAL

Grant Administration $1,250 $1,000 * $2,250

Professional Services $25,000 $25,000 $5,000 * $55,000

Other:

TOTAL PLANNING 

PROJECT
$26,250 $25,000 $6,000 * $57,250

* Please note that cash match is considered the most competitive.  However, 

in-kind match can help demonstrate commitment and participation in the 

project.
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Table of Contents

Tips:

•Do not alter this form

•Use as a checklist

•List N/A if there are items 

that do not apply to 

proposed project
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Signature /Certifications

Don’t forget 

to fill these 

two fields in.
Type in name & title of

authorized person
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Budget Form – Appendix B 

 How much are you asking for? Detail this 

amount only on the Budget Form.
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Budget Form continued 

Enter info for 

applicant, not 

business name 

or sub-recipient

Grant admin 

requested

Enter 

Consultant 

Services here 

Should be signed by authorized 

person at CRDC or Tribal 

Government – not assisted 

entity or sub-recipient EDO
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Tribal Government Resolution

 Applications from Tribal Governments 

must include a Tribal Resolution with the 

application materials.

26



Final Tips

 Double check your references and 

terminology throughout the application for 

consistency

Use of BSTF funds

Amount of funds requested

Matching funds

Job numbers



Final Tips

 Application Deadlines – Quarterly 3/31, 

6/30, 9/30 & 12/31

 Don’t forget to send an electronic copy of 

the application 
 Via CD, email or through the file transfer service –

www.transfer.mt.gov

 Send 2 hard copies – 3 hole punched

 No binders, spiral binding, etc. 
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More information available on 

the web at:
http://www.businessresources.mt.gov/BRD_Trustfund.asp

On or after July 1, 2010:

www.businessresources.mt.gov/bstf.mcpx

Please reference the Category II: Planning Grant application guidelines for 

further information on the eligible activities and requirements for funding under 

this program. Please contact program staff for additional guidance and funding 

availability before submitting a formal application.
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Questions?

BSTF Staff:
Quinn Ness, Section Manager (406) 841-2758

Angela Nelson, Program Manager (406) 841-2792 

Alyssa Townsend-Hudders, Program Specialist 

(406) 841-2748
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Conclusion

This presentation, along with the audio and the quiz 

corresponding to today’s webinar will be posted on the 

BSTF & CDBG-ED Program websites.

Successful completion of this quiz will count toward the 

Department of Commerce, Economic Development 

Certification.

Thank you for participating!
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Community Development Block 
Grant (CDBG)

Economic Development (ED)

CDBG-ED
Planning Grant Training



Eligibility

General purpose local governments are 
eligible. This includes:

Counties, incorporated cities and towns, and 
consolidated city-county governments.

Local governments may sponsor an application on 
behalf of an entity that is otherwise not eligible.  This 
may include: non-profits; unincorporated areas; 
special districts, etc.
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Eligible Activities
Plans – Action, redevelopment, revitalization, 

renewal

Studies or Assessments – Preliminary 

architectural reports (PAR), feasibility studies, 
community needs assessments, environmental 
assessments , historic preservation

Research - related to economic development
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The Basics

$25,000 maximum award per applicant
$ for $ match is required (“in-kind” not considered a 
match) – CDBG-ED funds will only pay for half of 
costs of a study

Open cycle

First come, first served allocation

Application must be typed and complete

Incomplete applications are returned
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Certified Regional Development 
Corporations

Applicants must demonstrate a coordinated 
effort with the Certified Regional Development 
Corporation (CRDC) in their area.

on the web: http://businessresources.mt.gov/BRD_CRDC.asp

The application must include a resolution passed by the 
local CRDC Board showing support for the proposed 
project.  A letter of support from the CRDC may be 
accepted in lieu of a resolution.
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http://businessresources.mt.gov/BRD_CRDC.asp


Certified Regional Development Corporations
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CDBG-ED Planning Grant 
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For areas not covered by 

an existing CRDC, when 

submitting and application, 

explain why you are not 

part of a CRDC.

This map can be found by 

navigating to the BRD 

website and clicking the 

CRDC link on the left side 

of the page.  There is a link 

on the first CRDC page.



Evaluation Criteria

Relationship to community planning

Need for planning

Community effort and financial need

Benefit to low and moderate income citizens

First time recipient
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Evaluation Criteria

Relationship to community planning

Discuss the community’s overall planning efforts.

What tools have been used to determine 
development goals?

How is the proposed planning project related to 
these effort and goals?
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Evaluation Criteria

Need for planning activity

Discuss the need for the planning activity including 
issues that prioritize it over other potential activities.

Discuss how many jobs will be created or retained if 
the proposed activity is related to business 
expansion or retention.
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Evaluation Criteria

Community efforts and financial need

Discuss past efforts to address needs with local 
resources.

Discuss the current efforts to secure financial 
assistance to potentially available resources.

 Explain the status of matching funds.
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Evaluation Criteria

Community efforts and financial need

 Explain why CDBG-ED planning grant funding is 
necessary.

Provide specific information regarding revenues and 
budgetary constraints.

Do not provide a general statement that the community 
does not have sufficient revenue to complete the planning 
effort.
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Evaluation Criteria

Benefit to low and moderate income (LMI) 
persons

Discuss the degree in which the proposed planning 
activity has the potential to benefit LMI persons in 
the long term (e.g. creation of jobs).

43

CDBG- ED Planning Grant 
Training



timeout – what is LMI?
The Department of Housing and Urban Development establishes 
the definition of low and moderate income persons and 
determines eligibility for CDBG assistance.

The criteria which defines low and moderate income is based on 
household size and yearly income.  Further, it is defined 
geographically by county.

Current income limits by county are posted on the Business 
Resources Division, CDBG-ED web page.

FYI – for CDBG-ED projects (not including planning grants) current income limits must 
be used for income surveys.
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Evaluation Criteria

First time recipient

 The department will give priority to an application 
that is complete, has proposed a viable project, and 
has never applied for and/or received CDBG-ED 
funding in the past.
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Suggestions - procurement

Procurement
 Don’t secure professional services until AFTER you’ve 

been awarded a planning grant.

Federal and state regulations may apply to the procurement and 
may dictate:

 RFP / RFQ bid requirements (advertisement, etc)

 Contractual language required

 Proof of free and open competition

The bottom line, you may be required to start the 
procurement process all over again, if you are not in 
compliance.
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Suggestions – completed projects / infrastructure

Expenses for planning activity that has already 
occurred is not eligible.

–Don’t complete a study, then apply for funds

Activities for housing, community public 
facilities improvements and preliminary 
engineering reports for water, waste water and 
solid waste are not eligible.

–Contact TSEP or CDD for more information
47
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http://recovery.mt.gov/commerce/tsep/default.mcpx
http://comdev.mt.gov/


Suggestions – administrative expenses

Applicants may request up to 5% of their total 
CDBG-ED request to cover administrative 
expenses.

–Reimbursement for administrative expenses 
requires itemized documentation of hours worked, 
the hourly rate, tasks completed and 
corresponding dates.
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Suggestions – consultant billing

Invoices from consultants, engineers, architects, 
etc. must also include:

– Itemized documentation of hours worked, the 
hourly rate, tasks completed and corresponding 
dates.

49

CDBG-ED Planning Grant 
Training



Suggestions - consistency

Make sure your references and terminology 
remain consistent throughout the application:
Job numbers

Matching funds and contributions

Project activities

etc.

It’s confusing if terms, references and figures 
aren’t in synch.  
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Suggestions – implementation schedule

Be realistic when completing your 
implementation schedule:

 The Department needs to review your RFP/RFQ 
prior to distribution/advertisement (so if you’re 

projecting to have your consultant hired and we haven’t approved the 
application, there may be a problem – see slide 15 ).

 It often takes longer to complete the plan or 
report than you originally estimate.
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Be realistic in your time line

For instance, remember, we 
need to review the RFP or RFQ 
before it goes out.

Don’t build in expectations that can’t be 
met.  This can be counterproductive.

Implementation Schedule

It often takes longer to generate 
the reports than originally 
expected.

Remember, activities can be changed 
to match your project.



Suggestions - budget

Be concise when completing your budget:

 Reference all funding sources

 If multiple activities are going to transpire, list 
them as well as the funds being contributed to 
each activity and the funding source.
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Reference all funding sources

If multiple activities are 
going to transpire, list them 
as well as the funds being 
contributed to each activity 
and the funds source.

Budget
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Reference all funding sources

If multiple activities are 
going to transpire, list them 
as well as the funds being 
contributed to each activity 
and the funds source.

Budget



Additional Forms – depository / signatory

You will be required to provide both signatory 
and depository forms prior to drawing funds.

 Signatory Certification Form – Exhibit 1-D, CDBG 
Administrative Manual

 Designation of Depository Form – Exhibit 1-E, 
CDBG Administrative Manual
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Find out more on the web
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CDBG-ED 

website

http://businessresources.mt.gov/BRD_CDBG.asp


Find out more on the web

The application guidelines for planning grants can 
be found on the web at:
http://businessresources.mt.gov/Includes/CDBG/PlanGrant/CDBGEDPlanningGrantGuidelines.pdf

We recommend reviewing the guidelines in their 
entirety prior to completing the application. 
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http://businessresources.mt.gov/Includes/CDBG/PlanGrant/CDBGEDPlanningGrantGuidelines.pdf


Questions?
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Conclusion

This presentation, along with the audio from 
today's webinar will be posted on our website.

We will also post a link to a quiz based on this 
presentation.  Successful completion of this quiz 
will count toward the Department of Commerce, 
Economic Development Certification.

Thank you for participating!
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CDBG-ED Staff
Nancy Guccione – Section Manager

Gerry Murphy – Program Specialist

Judith Carlson – Program Assistant

301 South Park Avenue

P.O. Box 200505

Helena, MT  59620-0505

Phone: (406) 841-2744

Fax: (406) 841-2731
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